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Contract 
Requirements



Scope of Work Requirements
▪ Licenses & Insurance

▪ Documents submitted to ICDVVA include:
▪ Applicable service provider licenses, certifications
▪ Certificates of insurance

▪ Victims Survey
▪ Available to all clients

▪ Funding Acknowledgments
▪ Printed materials, billboards, advertisements

▪ Annual Board Training
▪ One or more board members
▪ At least two hours of training



Victims Survey
Clickable link for email, text, or other digital medium:

IdahoCrimeSurvey

Link to type into a web browser:

https://tinyurl.com/idahocrimesurvey

The QR code can be scanned by a smartphone:

https://boisestate.az1.qualtrics.com/jfe/form/SV_6PcUJZftP8Tavxb
https://tinyurl.com/idahocrimesurvey


Calculating Your Federal Match
*Federal share is 80% of Total Project Cost 

For Example…
(Federal Award)                           (80%)               (Total Project Cost)

$100,000 ÷ .8 = $125,000

(Total Project Cost) (20%) (Required Match)

$125,000 x .2 = $25,000



Calculating Your State Match 
*25% of your State Award

For Example…
(State Award) (25%) (Required Match)

$10,000 x .25 = $2,500 

(Thankfully, more straightforward!)



Cost/Billing 
Procedures



Grant Administration Workbook
*Send us the whole excel workbook every month!

▪ FY21 Budget Tracking Worksheet

▪ Billing Cover Sheet

▪ Payroll Worksheet

▪ Expense Summary Worksheet

▪ Quarterly Report Form

▪ Budget Adjustment Request Form



Reimbursements
A few reminders...

▪ CASH BASIS reimbursements
▪ The date you paid the expense must fall within the expense period.

▪ Scope of Work Adjustment
▪ Required for reimbursement of expenses not budgeted.

▪ Budget Adjustment Form*
▪ Required for ALL budget changes.

▪ Electronic submission required* (Scanner recommended!)

*New for FY21



Reimbursements 

▪ Requests will be numbered (Draw 1, Draw 2, etc.)

▪ Expense periods = < 45 days (Calendar month not necessary)

▪ Due within 45 days from end of expense period

▪ Mileage reimbursed at $0.575/mile

▪ Lease required for rental reimbursements.
▪ Lease for office/shelter provided once a year.



Reimbursements

The following are NOT allowable expenses:

▪ Office décor items

▪ Holiday decorations

▪ Party expenses

▪ Snacks served at meetings or classes

▪ Coffee and water for office use
▪ Shelter use IS allowable



Reimbursements
Payroll Requirements...
▪ Time sheets for employees (also volunteers) that show:

▪ Total hours worked

▪ Total hours worked under our grants

▪ Hours of Paid Time Off (PTO), if applicable

▪ Pay stubs (must show hourly rate or salary)

▪ Payroll reports with benefits information, or benefits invoices with 
breakdowns of employee names/amounts

▪ Proof of payment to benefits providers

▪ ACTUAL costs not PERCENTAGES to verify requests



Pre-Approval Requirements

▪ Budget Adjustments

▪ Travel/Conferences
▪ Visit gsa.gov for travel per diem rates

▪ Asset Acquisitions

▪ Scope of Work Changes

https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup


Reports &
Data Collection



Reporting Requirements

▪ Subgrant Award Report (SAR)

▪ Quarterly Financial Report & Match Documentation

▪ Performance Measurement Data

▪ Goals & Objectives Report



Subgrant Award Report (SAR)

▪ Purpose: Provide basic information on each VOCA-funded 
program for OVC.

▪ Two levels of data:
▪ Profile of programs receiving funds
▪ Information on the activities that VOCA-funded subgrantees will 

implement

▪ Due: September 1st, 2020 at 5:00 p.m. Mountain



Subgrant Award Report (SAR)

▪ PDF version of the report at:

https://icdv.idaho.gov/grantees/forms-and-reporting/

▪ Enter data at:

https://ojpsso.ojp.gov/?CFID=49906680&CFTOKEN=347e6dbf0597c23a-
6AD946BB-6825-540A-AC9D243222DD548F

http:// https:/icdv.idaho.gov/grantees/forms-and-reporting/
https://ojpsso.ojp.gov/?CFID=49906680&CFTOKEN=347e6dbf0597c23a-6AD946BB-6825-540A-AC9D243222DD548F


Subgrant Award Report (SAR)
▪ Changes made to the award must be submitted within 30 

days of the change taking effect. Examples:
▪ Change in grant award amount
▪ Change in point-of-contact
▪ Change in services
▪ Changes in budget or staffing

▪ Communicate all changes to Council Grant Manager 
through a Grant Adjustment Request. The Council will 
submit changes in the PMT.



Subgrant Award Report (SAR)

▪ Programs will input information required for the following 
fields:
▪ 4
▪ 6: A, B, C, D

▪ 8: A, B, C, D

▪ 11: A, B, C, D, E, F

▪ Save your data!
▪ Do NOT submit or certify.
▪ The Council will review the information and submit on behalf of the State.



SAR: Question 4

Pre-populated
Click Here

Pre-populated



SAR: Question 6: A, B, C, D

Pre-populated

Pre-populated

Pre-populated

0



SAR: Question 6D,Underserved
Pre-populated



SAR: Question 8: A, B, C, D

Pre-populated



SAR: Question 11: A, B, C, D, E, F

Pre-populated



SAR Entry & Completion

Click Here



SAR Entry & Completion
Do NOT mark the SAR as approved.

▪ The Council will review and approve.

Click 
Here



Reporting Requirements

▪ Subgrant Award Report (SAR)

▪ Quarterly Financial Report & Match Documentation

▪ Performance Measurement Data

▪ Goals & Objectives Report



Reporting Due Dates

Quarterly Reports

Annual/Bi-annual Reports

1ST Qtr
Jul 1 – Sep 30

2nd Qtr
Oct 1 – Dec 31

3rd Qtr
Jan 1 – Mar 31

4th Qtr
Apr 1 – Jun 30

Financial Report & 
Match Documentation October

15th
January

15th
April
15th

July
15thPerformance 

Measurement Data

Subgrant Award September 1st

Goals & Objectives January 15th/July 15th



Program 
Monitoring



Program Monitoring

▪ Organizational Assessment

▪ Record Retention

▪ Remote Monitoring

▪ Agency Audit Report

(This is a partnership. We're here to help you!)



Final Thoughts



Start-Up Documents Checklist

▪ Signed grant agreement (return to DHW)

▪ Worker’s compensation insurance

▪ Comprehensive general liability insurance policy 
($500,000.00 minimum)

▪ Professional (malpractice) liability insurance, if applicable

▪ Office and/or shelter lease agreements

▪ Service contracts (legal services, counseling, etc)

▪ Professional certifications, licenses



Also...

▪ Report any criminal, civil, or administrative 
investigations to ICDVVA within 5 business days

▪ ICDVVA printing and mailing funding acknowledgment 
cards

▪ Questions? Please call us!!



Questions?



Thank You
for Your Partnership!


